
Job Announcement
      http://mdcourts.gov

            TTY/D use Maryland Relay Service

Opening Date: September 28, 2007 Closing Date: October 12, 2007
Job Title: Criminal/Civil/File Assistant Position Type: Contractual Full Time
PIN: 910002 FLSA Status: Non-Exempt
Location: Circuit Court for Frederick County Salary: $13.46 per hour

Frederick, Maryland (No State Benefits)
        

Essential Functions:  Processes, coordinates and dockets certain phases of criminal/civil cases. Prepares all types of
criminal/civil case files by reviewing pleadings, indictments or other relevant information, typing docket entries and
establishing and maintaining case file folders for the documents. Assists attorneys regarding case status, office
procedures and other relevant information. Prepares summonses and other documents for distribution. Assists the
public at the counter and by telephone. Indexes new cases and judgments using a computer keyboard. Assists in the
public record room for all matters pertaining to the Clerk’s office procedures. Files various documents, makes copies,
provides certifications, true test and exemplified copies as requested. Collects and processes payments for copies. Pulls
files each day to support docket activity. Files, retrieves, and distributes files for judges, agencies, attorneys, and the
general public. Retrieve’s files from archives. Scans files in and out of file room as requested. Responsible for all
essential functions of the criminal division assistant position. 

Education: High School Diploma or GED.

Experience: Minimum of one year of related experience.

Skills/Abilities: Ability to communicate in a patient and tactful manner and to effectively convey directions, instructions,
and information to the public. Ability to use independent judgment to discern pertinent information. Ability to understand
and interpret instructions. Ability to work efficiently with considerable time constraints. Ability to operate a personal
computer and type 35 wpm net with no more than 5 errors or 5,000 kph net with no more than 10 errors, as demonstrated
by successful completion of a typing or alphanumeric data input test, not to exceed 5 minutes each. Ability to perform all
essential functions of the position.

Please submit a Maryland Judiciary employment application (unsigned applications will not be accepted) or
resume and cover letter stating position title. Materials must be received at the address below by 4:30 p.m. on the
closing date. The Human Resources Department will not be responsible for applications/resumes sent to any other
address.

Sandra K. Dalton, Clerk of Court
Circuit Court for Frederick County
100 West Patrick Street
Frederick, MD  21701

The Maryland Judiciary is a drug free workplace and an equal opportunity employer, committed to diversity in
the workplace. We do not discriminate on the basis of race, religion, color, sex, age, sexual orientation, national
origin or disability.  Applicants who need accommodation for an interview should request this in advance.  The
candidate selected for this position will be subject to a background check. Employees must be United States citizens
or eligible to work in the United States.


